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RBCiMlSffiiinPH HUMBER 1 ; 

Discontinue the present procedure of posting end adjusting in- 
dividual Headquarters obligations to their cost center accounts and 
adept a revised procedure (»B 4) requiring the posting of only 
monthly suamrlzations of l i qui d a t e d , end unliquidated obligations. 

In as such as the proposed pr ocedure dev iates free that which is 
prescribed in Agency Handbook it will be necessary to 

obtain the concurrence of the Office or the Coeptr o l ler prior to 
adoption. Attached (iAB B) far pour use is a sample aeaxtranduB 
requesting a salver to said, lot ice* 

-JUSTIFICATION ; 

Analysis of the accounts minteaaoce procedures presently 
adhered to by the B&F Section indicates that the daily postings oar 
Headquarters obligations to their respective cost center is dup- 
licating inf enaction already available on the documents themselves 
and a natter of record within ties section files by cost center. 
Further, the Obligations are rarely liquidated for the earn amount 
as originally established. This requires that adjustments be made 
to she original amount posted to the cost center account as well 
as a notation of the difference on the cover sheet attached to the 
document in the files. 

The time and effort expended at present in posting and sub- 
sequent adjusting of each individual Headquarters obligation to the 
proper cost center account could be diverted elsewhere with no loss 
in the av ailabilit y or accuracy of informtian within the Section 
by adoption of the above recommendation. Increased accuracy would 
actually be achieved, in that, all liquidated obligations would be 
entered as actual amounts rather than adjusting to the nearest whole 
dollar the original amount estimated and entered as the obligation. 
The probability of human ar r e a r s oc curing would also be reduced in 
direct pr o por tion to the redaction in the snsber of entries required. 

3b essence, this recoomendation prescribes utilisation of the 
present files containing the obligating documents as working records 
during the mouth. Ttm cost center account books would reflect only 
monthly summarisation of activity, but would be available for more 
detailed accounting applications as required during the cl osi n g 
of the Fis cal Year. 

Favorable reaction to the concepts of this recommendation has 
been received from representatives of the SSA, Coeptroller/TAS , 
and Audit Staff as well as their encouragement for further pursue!. 
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EmcmEmmna dumber 2 

Record overall accounting for Petty Cash foods expended as a 
single entry against the Headquarters Miscellaneous Support Cost 
Center rather than against individual project cost centers In support 
of which the funds were expended. 

JUSTIF1CM! 1QH : 

A considerable auount of tine Is expended within the B£F Section 
in ascertaining proper cost centers to he charged, preparation of 
listings to reflect such charges and posting of individual charges 
to the separate accounts* 

It is not considered to he in the test Interest of the Division 
to attempt to carry the concept of project costing to this extent 
far this category cxf expenditures, whan consideration is given to 
the following: 

a. The majority of individual expenditures are for aaaouats 
ranging from less than one dollar to a^roxlwtely three 
dollars and in total represent a relatively Insignificant 
saouat of the total funds for any single cost center. 

b. She Majority of the expenditures would be acre r ea d i l y 
classified as being of a support nature than truely 
operational. 

c. Expenditure totals recorded for each cost center ore 
rounded off to the nearest dollar prior to posting, there- 
by distorting to a degree the accuracy of the obligation j. 
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RBCCMHSBBAgl^ maesR 3 

a. Reevaluate the nuntoer of copies of the listing of "Division 
Cost Centers’ 1 that should he distributed. 

b. Bssmisat fra* the Comptroller the appropriate n wi rher of 
copies of the CoBgrtroller listing of the Division's cost 
centers with aaendnents and distribute in lieu of the 
quarterly listing now prepared by the B&F Breach. 


JUSTIFiCATIgH : 

Tim Branch now reproduces quarterly by "ditto" appr<nclaately 
ICO copies of a listing of the Division* s cost centers. Sus listing 
consists of £5 - 30 pages and is distributed both externally and 
internally with approociaately ^ copies going to the Division head- 
quarters su>4 23 to field components, Ibis Hating duplicates the 
annual publication issued by the Office of the ConptroJiflr t° 
asmndasnts are also issued an frequently as required. The Office of 
the Coeptrollar will provide FE with as aaay copies of these issu- 
ances as are required. It appears, however, that the maher of 
copies required should be reevaluated, as the headquarters distri- 
bution of >8 eepies seeas excessive. An infernal check with the 
FEfeec Officer indicate# there are no apparent Security problems 
because of the fact that mare than one country is listed on a page 
of the annual listing and mere than one division in listed on a 
single page of the enendaents. 
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iwco&mmk'siox number k : 

Use the H*?nthiy IBM Hat of "Statu® of Advances" for control 
of action taken and foe the M-apnthly report forwarded thru the 
C/SS to the K3. 


JUSTIFICATION 

’fhft present practice 1® to tear frtsa the IBM list each portion 
representing a delinquent accounting, ffliis portion of the list is 
forwarded to the responsible anployse under cover of a rontlag slip 
fro® the B&F Branch. A routing slip with, a stamped stateaemt and 
with the aaount aided or a special fan# would servo as the notice to 
the esKtoee and thus save the IBM listing for use as recooeenaed. 

(A complete retyping of all entries on the list every second south 
would be eliminated) . 


Approved For Release 2001/04/23 : 



30010-6 



Approved For Release 2001/04/23 : C 


)1 3001 0-6 


RBCOmEMHATIQS JiUMBER 5 : 

Ssteblish a higher priority on replies to dispatches.* 


JUSTIFICATION : 

Sews dispatches require wore t jurat far preparation of the 
reply tha a others because of the ttae to obtain infottmtion from 
other offices . Therefore, there will often be exceptions to any 
arbitrary rule for reply within a certain maaber of days. How- 
ever, it is a good practice to have such a rule to assure as 
prosit replies as possible. If dispatches from the field fail 
to receive prompt attest loo, there is a tendency to Increase cable 
traffic. Generally this tine limit should not exceed 5 work days. 
A spot review of the station files indicates approximately 2 weeku 
is the minimal time from receipt to date of typing the reply* 


* A similar review of cables shows good service in the field. 
Replies to cables are generally being sate within one or two 
days. 
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KffiOMECfcEIOS fggggt 6 : 

T<1 w i t ho l ding s at Agency and Xffi/P regulatory issuances to 
those categories related to the functions of the B&P Section, 
and utilise holdings of the O/Chlef, Support Staff as refaired 
for references to other categories of information. 


JQ3TXPICA3g0irft 


Reduces the sxaount of tine necessary to caaple ts 

valisaes of Agency and ID/P regulatory Issuances within the 
Section a n d usually results In tetter and aore current walnteoanc< 
of Material of particular interest to a section of this type. 
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Rix-oi-fismTXOH wumm y . 

a, Reorganise the field correspondence files far each 
Station to include: 

Copies of all w Xa" cables and dispatches which 
retpiire reply or other action in -fee BSf Branch* 

(h) Run off copies of ell cables and dispatches 
originated by the B&P. 

(c) Bhe info w Out" copies of cables or dispatches pre- 
pared by other headquarters ce®s>aaeats but which 
require B W action of sons sort. 

(d) Mehos to or frcsi PD, and internal notes Which 
relate to station accounting problems. 

b. M a intain all office files in standard 11 pt. Shaft folders 
with "straight line” tabs and guides as necessary for 
quick reference. 

■TUSTIFICA'gXOH i 

It an a above is a consolidation of the present cable " qp" 
file aai the station dispatch file tinder which all action c^rres- 
poadencc with the station will he brou^it together for ready ref- 
erence. 

Item b-edJL of these files are of tea??orery reference value. 
Ihc s t a nda rd fodders ate entirely adequate and in addition would 
save about one half of the safe space aw required. 


^Mr- 
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RiCCMMKKDmOg HUMBER 9 ; 

KLIsdaate the "asperate cover d is patch log.” las toad, place 
the dispa tch in a "hold" file until the attachment is received* 
'When received, match the attachment with tbs dispatch, note 
"rac'd (date)" oa the dispatch and forward both to the action 
desk* (if action is needed before receipt of the attachment, 
place a copy of the abstract in the "hold" file. 


JUSTIFICATION i 

The notation on the dispatch will adequately document receipt 
of the at ta chment • 


Approved For Release 2001/04/23 : CIA-RDP61-00900A0001 001 3001 0-6 



25X1 A 


Approved For Release 2001/04/23 : CIA-RDP61-00900A0001 001 3001 0-6 


CWflDCNT Wr 


RECQ^EHB&nO® HUMBER 9 '. ' 

Reduce the control on "la" dispatcher to of aa 

abstract on only those ahidi are referred to another office for 
action or iaformtloa. 

JUSTlFICATlQIf : 

‘There is ac regulation requirement for logging at this 

■■■records reflect the fact that B&F received a cosy and pro- 
^55 abstract file trill indicate if 
cues should be in the file and the abstract file von t help f&» 

it if its Misfiled in the Section. 
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RSCCMEMPmaK 3UHBER 10; 


Combine the log for "nan accountable manifests" end the 
log for "non Accountable manifest separate cover attachments." 


JUSTIFICATION ; 

C km additional entry on the log to shear data of receipt of 
the attachment would be sufficient and would elim i nat e the duplicate 
writin g of ft'*'* the other entries • 
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RBC<M4HNDATI0K NUMBER lit 


Limit the entries on the Travel Order Log (Field end Seed* 
quarters) to Travel Order mmfcer, mam of traveler, and date 
(date nimtoer assigned in Headquarters or date travel order is 
received frcsa field) . 


JUSTIFICATION t 

These Halted entries would answer most of the reference 
requirements to the log. References to the other entries can 
he obtained if necessary free the travel order "hook,” the 
travel cards, or the copies of the T/O filed hy cost center. 
The items proposed for elimination are Destination, Departure 
date, Branch, Allotment number and Amen dm ent rancher. 
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